STA‘:TyINT.L- ‘Ap”prov:eﬁor Relleaso' 290111 1[01 :-CIA-RDP?;TWQAOOOZOPOZOOO&:;

T IRAFT ~_x:c- 1,2/3%/68 '

B U T cro .- . M s - P e e e v —

- SUBPART 101-11l.5 : MICROFILMING “-— .- .0

lOl-ll 500 Scone. | |
Thls subpart contains (l) information and procequres pertalning to the

furniohing of microfilming services to Federal agenc1es oy tne National -
' GsA,

a’l mm,ofﬂ u}u PO : ,
-‘,for maﬁing pe:=2: fi- reproductlono of -pe rmanent records 1n oruer to_dlspoce

of the orlginalo, (3) standards for storine nroceased microfllm%‘and

Arf-(h) procedures for obtainlng authorzzation to destroy permanent records

. r

]

§ 101-11.501 Authority. T P A

(2‘037
As provmded for in Ly y.s. C'h§302 the Admlnlstrator of Genural Services-
is authorized to (1) establish maintain, and operaue centrallzed micro-l.

filming services for Federal agencies, (2) establish standards for the
mswo ne e wlowe on e el Lol r oot b it B e ta & tf‘b C‘u’*':w.u.a n Uoe

repro uction of permanent records;«waich will~perm1r~d1spo$al of tne

M,q«,ﬂ.o ('\_, &4 ‘(’ ..n’ R

original~records, by photographlc-or mlcrophotobrapnmc nrocecses,oand

A . g ‘ t X - e

wArcniveg and Records Servmce, Gﬂre;uleerv1ceSMAd*;nas»ravion, (2) standordc o

QA . (‘_ .
O ua‘(,&zt..—

: -Ln. oo w‘fv*“"i)

'(3) establish standards for. the storage of ‘processed m;crofilm of permanentf'f"‘ZJ

. .‘:.M;_MLWA«(AO é e Wuv-—"tc-‘."'.
S records which have beenadeatroyc&r _ B

lOl 11 502 Services available.

/ .. _' ‘ M[_u ot ~\'\ >
- . TheQmicrofilming service° @uowaae&*é§ the National Archives and Records
,\GAL (\f‘\"th fu{ - -é—u,‘t su,g,[f‘w -

Service to Federal agencies-d“f il (l) uhe dis%f"n&vzbn of 1nformation
on current uses of microfilm on new microfilm tecnnlques, and developmeutg

in this field (2) the provmsion Or technical advice and assistance on

A
POV p
nmicrofilm programp,\promot programa to pre erve records, reduce volume,

 provide security copies, make ouplicate coples, or imnrove 1nrormation
/—/’
“___//' .
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retrieval,systems, and (3) the operation of reimbursable microfilming

service, inc’udlng the preparatlon indexing, and fllmlng of records, t? -1
R e

inspection of : fl%gb and the labeling of film contalvers. Agencies in, f&ﬁ;:}::L;

T3

GSA Reglong de31r1ng any of these services should con;;EEXthe appropriate
regional office, General Services Administration, National Archives.and
Records Serviéé. 43p4ﬂu>4#ash&hgton—me%Topoiitan—area:ﬁthe~Washing@enﬂ-
o et : bt ; . A

énginnal_Bacnrﬁs_ﬂentex.shouLd#béacentaetedw

§ 101-11.503 Standards for filming permanent records with destruction
of originals. | | ‘ | '
§‘101-11.503—1 Records preparation.

The int?grity of the originalrrecords &hich aré‘to be authorized for
destructiéﬁ shall‘be preserved on the copiles, so that the microfilm
copieé shall be adequate substitutes for.the original,recdrds in serviné
the purposes for which such records were éreated or maihtained. 'More

specifically, the term "integrity of the records" is defined to mean:

“{a) That the copies will be so arranged, identified, and indexed that
an individual document or component of a record series can be located

with reasonable faéility“ onde

b s e e e e e [

(b) That-the copies will_ contain. all significant-record-detail-shown -~

~on the orlglnals.

§ 101-11.503-2 Film stock.

The film stock used in making photOgranhlc or microphotographic copies

ZZ‘LJ. wm“m 7

icr permanent records shall comply w1th Federal Standard No. 125a. "
£\

‘—Z_-
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8 101-11.502-3 Proces ing requlremcnts. , - L,
The film nall be so processed that, after proce331nb,'lt shell ;;;
— 5—' q‘) Pw:o—a.-\--\_ pa_&w,v GM\}.CA_ ,'—/"ﬂ .
contain not more than 0.00% mg. of seébum-%ﬁ%saéeﬂeve per square inch ‘{};Mwwﬁ§”~
: - OArS~
N N
of,fllm. Agpnc1es wishlng to determlne whether processed fllm meets fQ *L”wﬁ
' ' N . '(“ -wwl)‘"‘j‘""
thls requlrement may submit samples of thelr processed fllm measuring = oo

2 square 1nches each ~to the General Services Admlnlstratlon Natlonal
Archives and Records Serv1ce Washlngton D C 20&08 for testlng A

cherge of $3 will be made for each sample tested
,_/ ” ..

/ . . Ce . - S . ) - B ‘
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8 lOl—ll SOh Standards for archlval mlcrofllm used in reference.
 phetipaplions wopbibpeplie: el poraveotpende
Master coples(sﬁﬂil not be used for £L=ily reference purposes:. <bl&20
' thba proanporaa -
“or p051t1ve fllm coples are recommended for deeéf—eeex It, however,

&

77 the master coples are used the fllm shall be sufflclently warmed and
f reconditioned as preseribed under Section. 101-11. ¢b5- - Whenever an- ;
egency finds thet the original photographic or mierophqtogrepﬁie;A; |
inegaii;e drdmaster fe?roducing:copy~of.permenenflysveiuable-fecordsiie
deterloratlng or w1ll deterlorate the agency °hall make a dupllcate
TR T eopy for its own use, if. necessary, .and shall deposmt the“o”1g1nal~‘—~'w’
photographic negative or master reproducing copy with the National

’ Archives. J

§ 101-11. 505 Standards for storage of archlval mlcrofllm

§ 101-11. 505-1 ‘Reels and cores.

~

Mlcrofllm in roll form shall be wound on cores, or on reels of the
type specified in USA Standard Dimensions for 100-foot Reels for

Processed l6nm and, 35mm Mlcrofllm PHS.6-1961, or the latest revision

T TTT——
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thereéf appro&ea by.the QSASi; Incorparated; fhé ﬁéﬁerials uéed for
the cores or reels shall be noncorroding, such as Pléstic”cbmpounds'or
nonferrous metals. Thae use of steel-f;r reels is permissiblé provided
the reels are well ﬁrotecﬁed oy laCQuer,,enamel tinning, or other
céﬁrosion—reSictént finish. Plastlcs and lacque"s whlch mlght give off

/ . .

reactlve fumes or exudatlons darlng storage shall not be used The
plastlc materials must be free of peroxides. Paper bands and ruﬁbé; '
bands for confining film on reels or cores shall not be ﬁged. Tﬁer
matérial$ used shall not ignite, decompose, or develop reacfive fumes

and vapors, and shell not injure the film as a result of melting or

’7 distortion,-wkeﬁ—subﬁeetedztnztﬁmperature;wupm%a—aoOQFT-foreh-heurs.

8§ 101-11.505-2 .Storagé containers.

Closed containers, preferably metal, shall be used for archival storage

TUTTTTTTRRT

———— o ___K“ e )
in a controlled eénvironment. ~Open ~“containers, such as folding cartons,

are permissible‘only where it can be demonstrated that the container

. . . - B

~ material has no adverse effect on the film over long storage periods.
Sealed containers shall be used where needed to meintain archival
humidity limits to protect the film against gaseous impuritiés.
I ~ ' '

J
§ 101-11.505-3 Storage TOOms .

Agencies retaining master mlcrofllm coples of archlval records shall

provide a vault or a fire proof room separated from offlces or working
/(1 - oy 2N ,QM“_$W¢,6'-QA./ ‘rM-iA_J\_\.,‘\_-Qd ,j,L_p._ﬂ_.f) Ea. f'-—/cv-g.g_‘( P o A et »
+ . sareas. For full protection against exposure to fire and associated

hazards, fire-resistive safes or insulated containers shall be placed

..‘ﬁ}-g
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within: ’1re—re istive vaultu ‘or rooms const“ucted in accordance with
recommendations of the National Fire Protection Association in their

- n . e rm—

" publication NFPA 232, Protection of Records, 1967.

§ 101-11;505—h Envifonmen%al conditions.
xﬂiqbi, The rq;ativaﬁhumidity shall net wxcaad 40 pergent R,H. Temperatures
~Y sha;l ﬁdf exceed TO°F. Rapi& cyeling of humidity or temperature should
be‘avoided. Where inactivity of an archival film permiﬁs, protection
may be increased by conditioning and sealing the film at a lower réiatiye'A“ -
humidity and/or storing the film at a lower temperature. The film shall
be sufficiently warmed and reconditioned before use to avoid any possible
praacnt kvt o frmin phanaie P
brittleness in handling. Approxmmately 0. 05 inches of water , shall be

maintained within the room or vault and alsc in the film inspection

area, by means of an independent air conditioning system.

—————
—_—

§ 101-11.505-5 Control of air conditioning.

Air conditioning shall be kept under sufficient control to megﬁ the
standards for température and humidity, as séecified in éection 101-11.505-k,
Dehumidifiers using desiccants should not be used. With circulating
air, they create a danger of aprasive or reactive dust particles settling

cdf' on the film., Humidification beggre is not necessary, unlesé the -
| prevailing stofage relative humidify is under 15 percent for long periods
of time. Water trays or saturated chemical solutions should not be used

because of serious danger of overhumidification.

-~

-5 -
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8 101-11.505-6 Protection against air-entrained impurities.

Solid pérticles, which may abrade t@g £ilm or_react‘on the image,
shall be cleaned from air supplied to storage houéingé, or storage
associated room confaiping micrefilm. An acceptable test for mecﬁanical

filters is the National Bureau of Standards test method for air filters.

§ 101-11.505-7 Gaseous impurities. " e

Gaseous impurities such as sulfur dioxide, hjdrdgen Sulfide; and others
of
whlch may cause deterloratlon of the base of the 1mage shall be removed

/

from the alr, Microfllm shall not be stored with nitrate base film in
the same room or in rooms connected by ventilating ducts because gases
given off by decomp051ng nitrate film will damage or destroy the <mage

on safety film records.

At approximately 2-year intervals, aa—a&cq&a%e—numoer—e@»pyoper&y
La

as
selected dot—samples of film shall be inspected. For each biennial

[ g
LA

‘J LV

b}/}g‘&

/ 0
\‘)\ (_

1nspectlon a dlfferent lot sample should be _chosen, glv1no some overlap

inspection to note eny changes in previously inspected samples.

§ 101-11.506 Destruction of fecords.

- Authority to dispose of the original pergggent records which have
been filmed must be obtained in accordan;e with Subpart 101-11.% of
the FPMR. Federal agenciles proposing to preserve permanently valuable
records on microfilm shall request authority to dispose of the originals
before the reproduetion project is undertaken. The request for authorlty

on Standard Form 115 should 1ﬁclude a certlflcatlon as follows: "Thls
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certifleu that the records described on this form w1ll be mlcrofllmed
used, and stored in accordance with the standards set forth in the

FPMR, Subpart 101-11.5, Sections . Whenever the above

storage requirements cannot be provided, the master film copies will

be transferred to the National Archives and Records Service."

g 101-11.507 Temporary records.
Agencies microfilming non?pemanent records to be held 10 years or
' ~ : e
rore shoﬁ.ld apply the standards set forth above for microfilming and

storing permanent ‘records as a means of Ainsuring aveilability of

information for the period of time required.
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